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Chatrmen, A8 Hoc Committec on C5 Support 15 Jenmary 1960
Tecords i| P

Chief, Becords Ymnagement Btelf

Records Control Schedule for CS Support Stafls

TAFERENCES: a. Mesorandum from| —1to Chiefs of Sugport F2, EE, 25X1

PP dated 25 February 1953, SubJect: Ad Hoc Committec om
GE Suppost Decoxds .

b. Hemorandumm from Chief Records Hanagement Staff dated
23 Govember 1959, Subject: FRecords Control Schsdde for €3
Support Staffls

o. Hemowandum from Chaliroen, Ad Hoc Commlttee o OF Support
fecords dated 16 Decenber 1959, Subject: Same ag "5 sbove.

d. Hemorandum froo; same as "C” sbove Gated 21 Decswber 1959,
Subject: Fisld Becords Disposition Guide

1. Reference "e" estsblished the A& Hoc Committes on (S

Support Records to develop uniform filing and dlsposition standards
for such records. thisz Staff wmas detailed to your
Comnittes $0 assis : these gtandards for the €2

Support Staffs. ﬁefemm "B mmtm to your Commitiee a
records cootrol schedile containing final recommendétions of this
gtaff For the uniform £iling and digpeaition of (8 Support records
at Hesdguarters. It wes our wderstanding thet this schedole
would be coordimated with concerned Besdcguariers Support components;
mibmitied to Records Yansgement Staff for finsl spprovel; snd then
distributed to ID/P Bupport Staffe for guidance and application.

2. References "¢” and "4" propose & course of sction that
departe from the original oRjective of the project and, in sy
apinion, needlessly complicates and hinders cosgpletion of the
Job we both want dore. Hy reasons for this point of view are
glven in the following paragraphs.

3. ‘fhere is nov in existerce a completely coordineted records
cowbrol schedule for Bupport Staff records that could be issued.
I recowrend that this be done. The issuance of this schednle
would be a significant contribution to the records dlsposition
progran of the DD/P Ares since it would bring under control =
substantial wlee of records.
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L. Any atiespt to combdue the Hoadguarters Support Staffs
sehedile with a Fleld schedule will further delay gettlng s Yob
done here st Hoadgquarters,; and there is no essursnce that such
2 cowpined schedule would be spproyriste for the Fleld., He-
tention perdods, types of flles and even filing sywtems are apl
to vary bocause of the sige, amission or lewvel of respousibility
of £ield installations. The Bugport Staff schetde wam derveloped
for deadgonriers uase and its recommendations sre based on ab
getusl inventory of repregentative Supportd Stall records, filing
wracticns and funections. Ho such exmnlnetion hag been made in the
fiald. A baslc principle for developing effective records somirol
schedules is that you must first now intimately wiiat records you
are brying to controd.

Ge The format of any records conbrol schedule you wimh to
imeun 1s of course merely an internel mmtter thet your records
sffisers will handle. Vhether the format be two coluwmg, three
eolumie or 2 aix coluwm: sprosd sheet is loeterisl as loog as the
racords are sfeguately describved and the disposiltion instiuctions
are clear. I have alwsys preferraed the formet in which the OB
Support Dtaffs schedule is writien, becsuse of 1te clarity and
conociseness. We yecommond 1ts upe and have had no experionce that
indicates there iz s more effective formb.

&. ‘The developwment of effective recomds coutrol schedules for
Field Support records is of ulnost importance. It iz the recommendation
af this Starf that the following steps be taken o get the job done:

a. Gelect 8 representative ssmple of field stations
waped o sive and mission.

b. Invaniory tie records of these statlons snd shudy

e functiomg, flling practices and dlsposition procedures
f the organiszation.

. Docide, on the basis of fucts developed, wwliivr a
povayul type achedile or individual schsdules would be most
apprupriate for the fleld,

d, FPrepare snd issae the scheduies.

T. Abttachad is au aspproved gonersl sachednle for regmds of
e C8 Support Staffe. Disposition instructions for iteas J a
ard 23 ¢. have been changed as requested by the Complaoliar and
the Director of Personnel. Thig schedule comtelins my flaal
rocopsendstions Tor the andforn Tillng and digposition of such
raeoras st Meadquarters and it s now ready for applicstion.
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- wigh to thank , the mezbers of the Comuittee, and the
;mf peracns conz:;teﬁ on this project for the affable and
gonerous essistance given [ ]« I also want to
congratuliate the Committee for corpletion of 2 yiom&rins
Job in records manegement. Jt is one that I feel o8n have
very profitsble resulis.

Distribution:
Orig & 2 - Addressee
1l - RM8

i
Mgt/S /RMS/RDB, ls (1/15/60)
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